
 
1 Completing a Progress Report  

When Your Grant is in Not in Your Task Menu 

Step 1: Select Search Applications tab 

 

Next Screen: 

 

Step 2: Search for your grant by selecting your Application Type  

Step 3: Click Search  
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Next Screen:  

 

Step 4: Select the grant you that you want to complete the Progress Report for.  
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Next Screen: 
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Step 5: To complete the report, click on Related Items that are associated with this Grant 

 

Next Screen:  

 

 

 

 

 

 

 

 

 

Step 6: Click on the Initiate Progress Report.  
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Next Screen: 

 

 

 

 

 

Click: I Agree  

Next Screen is the Progress Report Menu: 

 

Step 7: Click on View Forms to find the forms associated with this Progress Report  
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Next Screen:  

 

 

 

 

 

 

 

 

 

 Step 8:  Click on the first form, Progress Report 

In this case, this progress report has two reporting forms that need to be completed. Please note: Each 

grant program has different reporting requirements, so your grant progress reports may look different 

then this grant.  

 

Next Screen: This grant has statistics so you would fill out the statistics and click the, Save button at the 

top when you are done.  
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If your Progress Report is an Upload Please follow these instructions:  

 

To upload your progress report Word File use the browse button to locate the file. After you locate the 

file, you MUST click the SAVE Button at the top right hand of the screen to successfully upload and save 

the file.  

A successful uploaded file looks like this:  

 

 

 

 

 

 

 

 

 

 

 

You will also have this message with a successfully saved and uploaded document. You will also get this 

message after you save statistics or an uploaded report.  
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Step 9:  

To complete the second form needed for this progress report you can click on the Forms Menu link to 

bring you back the forms menu. You will need to complete the upload or the statistics needed for the 

second form and make sure you save after you complete it.  

 

 

 

After all forms in the Progress Report Menu are completed, return to the Progress Report Menu using 

the Document Information Link 
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Next Screen:  

 

 

Step 10: Changing the Status. Click, View Status Options  

Next Screen:  
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Here you will be able to apply the status of Progress Report Submitted. Or if you want to cancel it, you 

can apply that status as well.  

Step 11: Apply Status, Progress Report Submitted.  

Next screen:   

 

 

 

 

 

 

 

 

 

 

Click I Agree, if you are sure you want to submit or if you have notes to the grant manager, they can also 

be written here.   

Once the report is successfully submitted, the status will be Progress Report Submitted as seen below.  

 

 


